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 MEMORANDUM FOR: Director of Cemtral Intelligence

t

SUBJECT. ‘¢t Review of Records Administration in the Agency

1. This memorancun is in resnonse to your request for an
Inspector General rev1ew of records adm1n1s~raulon in the Agency.

. The' report is for information only; it contains no recommendaaions.

 _Our conclusions appear in Paragraphs 9 through 17,

2. Records aéministration is no~ a suojec vhat lends itself
readlly 1o examlnatlon by conventional 1nspectmon Lechnlqucs. While
P B ve dolhave an Agency Records Administration Officer, & Records

Menagement Board, a central records repository, and a revulatidn

defining +the Agency 8 Records Adninistration Program sl it

25X1A (iR

f " do_not trwly have a Becords Administration Prosram. Waat we have

instead is a complex of separately administered and loosely coordi-

E neted records administration efforts, each of which is deslgnea to

meet the partzcular neuds of whe compone‘t it serves, Some of them--

&8 in RID and CRS--are individually massive programs involving huge

) ' ' _ "quantltles of Varzous types ol records and enploylng hundreas of

people.-
' " . + 3. Because of the diversity and size of the various Agency
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records programs in the Agency.

. J . .
~records management in govermment and in industry.
all of

“at lower levels,

“of the six areas covered by HR
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.Instead, we made what can best be termed a review of the current

‘ ‘heealth of records adminisvratio gw&a,tn@ A%chy .Thefinspectors

LT T R PR DR SRR o Zeal) M SR LT S

:,assigned to the'task were vhen winding uwp a survey of Lhu Central

Reference Serv1ce and were thus familiar with one of *he large

They reviewed prior surveys,

studies, and reports on various aspects of records administration

within the Agency and read quite widely on the general subject of

They inverviewed

vhe Agency's senior Records Management Officers and several

Finally, they did & falr amount of general

- vunmeging akoul to determine if the findings of prior reviews are

sbtill valid and Yo see if there are any glaring records admine

lstration problems needing immediate and serious attention in any

reports administration,

" correspondence administration, forms administration, records

mainbenance, records disposition, and Vital Records administration.

4, This office has %twice in recent years undertaken surveys

-"of'the'ﬁgency's Records Adainistration Program as a whole, but in

neither. case.did we succeed in publishing a report of our Lfindings.

a. The first and most comprehensive swrvey was

carried out in 1965 and 1966 as one of several functional

swrveys suggested by Colonel Walte, who was then DD/S.

o o :
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U records administration.
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‘f;Alt*ngh thé'survéy was.completed, nc,reporﬁ was issued.

. The firstldraft texu argued for'centralizéd control of

fL‘hé Inspector General considered
‘ﬁthe'tex to be too harshly critical of tnen~eX¢5u1ug arrange=
.;fments for' records administration‘and o give too little
oweight to thé réquirements for compartméntation'of'sensi%ive
 {{££1§3;'éspééially those relating to couhﬁerintélligencé."
1LHe had the draft rewritien by a second inspéctor; 'That,

"-{too,'was unacceptable, and it was rewritten by yet another

N ‘ | o s ) > ol % . ’ ~ ._ I . ‘
/7w110w~Vﬂ 61“2 , *nspectoc. By unen, the text had become 50 watered down
- R.4)
@Qﬂrqéuwm ; / ,that St 0o longer SquOfued the recommendatzon or, central—
OI‘ Ui;’lf . la c K'Aff i e 1A R T i A
At tand e T suation, & an.%..?&?.ﬁ;f&”@:i o658 andszne& The surviving text

ﬁb Fegnire
lbadﬂA~¢“¢£wtzﬁh is appended &b Tab A.

, o ‘ R b. The second survey was made at your request in 1970.

, ‘ “Although. entitled "Information Management in the Agency,"

i o v ' ' - ) . ) . )
i oL o oAb ds commonly referred o as. the paper on the information

T "' , . . )

o . _explosion. Advance copies of the wveport were distributed

R © . 4o several components inm Merch 1971 for review and comment.

L

The exceptions taken by the DD/I were so numercus end s0
"’ gerious that we decided to.defer . formal publication of the

report untll we had completed our survey ‘wth,Central

_ﬂwuggnquS§gv1ce which we ¢el would glve us & better .

bas;s for Ju&glng the’ Valldluy of the DD/I's oojectzons.

4

r
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" The general thrust of the paper is in support of movement

o

. toward centralization or consolidation of at least some

'J:of the information handling elements of'thé,Agencyf—generally

- in line with proposals that are now under cousideration.

- Appended av Tab B are the swmary and conclusions of the

U dradt report plus the chapter on records managemens.

¢. The Clandestine Service's Inlormation Services

" Division (then known as RID) was closely examined in our

© 1970 survey of OPSER., That report of survey was issued.

"

The ten-page chapter on records management in the CS is

. appended at Tab C,

&, OQur report of survey of CRS is now in draft form
, and will be distridbuted soén. Our findings are generally
favorable,

e, One of the betier papers on the subject of records

" administration was written lgﬁm%ggg@gn@n: 25X1A

. he wes assigned as 8 Speciel Assistant to the DD/S. It is,

v
A

aspect of records administration--the records disposition

,:in our view, a thoughtful and succinct appralsal of one

' problém. A copy is appended at Tab D.

5. We also studied a number of case historiestof'recor&s manage-

" ment programs in industry involving the ‘classical problems of creatlon,

' "maintenance. and disposition of records that ere sim;;ar in many

-l -
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- respects Yo the problems faced by the Agency. While the industrial

recoxrds programs resemble our own in such areas as forms administration,
establishment of records coatrol schedules, and the bullding of ceuntral

records centers; the most successful of the records management programs

in industry differ from our,program in three notable respects: they

are centralized, the command sbructure is intimately involved in <he

mm@mMofmm,mdmmﬁwdmwmﬂmuWisﬁ@@@ammmr

-4 f_gmmani level than 1t Is in the fgeacy.

g RARERL S

6. Headquarters Régulatiqn (revised 25, Séptémber 1963), 25X1A
which is reproduced and appended as Tab E, éstablishes the Agéncy
Records Administration Program and énuméraﬁés‘thé responsibilities
of the CIA Records Administrstion Officer., It specifies that the
Progrem shall bé administered on a decentralizéd basis through
programs establishéd, dirécted, and maintained for‘théir réspgc—
tive jurisdictions by the Execu%ivé Diréc‘cor-Comp‘croller, Deputy

Directors, end Heads of Independent Offices. Rach is 1o designate

4

“an dndividual who will be respounsible for the development and
- administration of “he Records Administratlon Programs for components

“under the senior officlal's Jurisdictilon.

\

7.f Thé‘twq prior unpublishéd‘Inspéctor'général survéys of
récordsladministration/information manageménﬁ arrivéd at ésséntially
similay conclusions, which may bé paraphraséd:thus:"whilé complete
cénxfalization(of’records ﬁanagémént is probaﬁxx~not'féasiblef4given
) o _ ' .
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the’ dlver51ty of our work and vhe way we are orgaalzed to conduct

- owr busmness--some movemen“ in the dlrecuaon at least of cenarallzed

ﬁ”zcy formulation and authoritative review is desirable; our organ-
izetional arrangements for records management have remained largely

stotic while the techniques for information collection and infor-

~mation handling have comstantly undergone change.

8. Those who are closést to the probléms of'records admin~-
dstration from hav;ng worked as Records Manag emenﬁ Of&lcers are
quite critical of our Records Administration Progrem. Thelr
eriticiems appear o us to stem primarily from the frustrations

02.,,2}53naA,jg,,,g%ﬁlf,}f.‘,2&3,,.?.&?.%»@5 ...,SQQ@.,EGEPQRSA&J-MM"GQ»;l.l’lwthe
sbsence of exexclﬁaqlaﬁauthonity. The'followihg is & swmary of
views on which they are in virtually complete.agreéménﬁ.

‘ &, Thé CTA Records Administration Officér is assigned
','. numerous, broadly statéd resnonsibilitiés, but his authority
“is limited o ll*tle nore uhan app:ov;ng records control

schedulés and direcving the activities of uhe Records
Center, Hé must discharge his othér responsibiliulés, it
- at all, largely thrqugh persuasion.and cajdiéff ‘;&mm

K LS R

command sub”x@@patlon and grademggguﬁqgh%%muyomcammana
m«mﬂ"“

R RLINPA I

little respect for his position. He wears three hats:

" as CIA Records Adm;nisurauion Officer, as chiefl of the

‘Approved For Réelease 2002/05/10 : CIA-RDR76-00883R000100220023-9
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Records Administration Braach of the Support Sérvices Stvaff,
end as chalrman of the OIA Records Managémént Board., He
o réports to thé‘Chiéf, Support Servicés Staff, ia éach of
t'_'£h§Se roles. |
b The'CIA Bécords Management Board, which is composed
'of'thé'Agéhcy's senior Records Managémént foicérs and is
':‘ij  'chgired by the CIA Récords Adminisﬁratioﬁ Officer, has a

dimited charter and no authoriity, Since its chalrman, does

e A A sy a0 TV U S b

- not report directlinda.the, DD/S,.he . Board's views,.are
subject o raview. and.revisian.belorg.reaching. the, DD/S,
1

‘ ", waich the Board members feel further dilutes thé'Board's

S ' ' ' ‘ ' '
; ' v . T L) ] ' '
| .. already weax rolei The members question whether the Board

Al £y

o | ﬂumr;mﬁ.,@méﬁmﬁ,,.wus.ex:ul“.@ugp_gma
¢. There is & Wiaé range in thé grades of récords

ST officers,.but most of them ave rélativély low. The CIA

f;’ ‘ I.';v'“'_'Récords Administration'Officér is a GSth; thé'DD/S&T

3‘ v' " U Records Management Officer is a as-11. Thé récords officers

'{! ‘, | ;f; feél that pegging théir Jobs so low on:thé'GS scalé is a

X ‘  - ;. cléar signal that wé place little_vaiﬁé 6n‘récor&s manage-

ment in the‘Agéncy. The Clandestine‘Sérvice seléctéd &

not

abd

T . G8=16 85,445 Recoxds. Nensgenent. 0fficer, buv e does

. . .

.~ appear to have been given authorities commensurate with
g oot W oo V1 b i "".'v.»w'»uv'vo',«,'-'An'1‘t:"\'."'\aliﬁn’*ry'ﬁl\""“/"w""‘H"'wamm AL

is grade, o - ‘
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. no-more~construction policy has had the effect of

_owr records edministration’ efforts on’ controlling

SECRET

- 4. Records administration is an activity that is

routinely lefv to the various echelons of records officers,
It recelves priority attention within the command structure
only when it becomes apparent that & crisis is approaching

“or’'is at hand.

€. Records management in the Agency is Looked upon’ as

' being largely a clerical~type function. Those who' specialize
in it are merked as employees who are not qualified to do

anyvhing of more worth. ,

14

£. Many of tae records officers have other assigned

- dutdes that occupy higher priority withain their components

Yhan does records administration.

, &+ 'Records administration in the Agency is based less

“on sound records management policies and practices than it

A\l

+ 48 on the storage space available in the Records Center;

S thus, owr efforts arve heavily oriented.tovard the disposition

gotention

‘1 aspect of records management. We pay insufficient sihtent

", %o the equally imporiant espects of records ereation’ and of
.. policing files looking toward the day when they must be

 rebired.,

h. In similar veln, records officers believe that our
focusing

the’ volume

" .Abprbyed For Release 2002/05/10 : CIA-RDP76-00883R00010022002_3-9
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of paper flowing into and z remaining ia the Records Center
%0 the pracvical exclusion of “he other necessary elements
of an effective records wanagement program.

i. We encountered a substvantial body of opinion uold¢no

whet not all Anency records are so sens tiVe that they must

be st ored in the Agency's own Records Center.

,epy GV, 8 DD D ) T et

for example, | suggests in hi

SR U S T TN ) PR, 0

it might be possible so.use GSA Suora ] L&C¢lloles for soie

ARG i .11\'<-“\(\'ﬁ"nub Wi HORERE

~
of our reconds.

J+ The Records Center has bcen used as & SOfu of' Fibber

MeGee's closet in which we have hoased in addition to our

retired records, such things as ©he Vital Records needed for
s 9 1 . 3
emergency relocation of neaQQuaruers, the Pfebidunum&l

lerarles collections, analysts | eehnlca* reference materials,
_,‘nlm_
“the Agency archlves, JPIC models, and the supplemental dis=-

tedbution (extra copies) of publications.

k. Our records retenition criteria have been unrealistic,

and the deczslons on destruction have sometimes been made

TR TEGONI AY t1FD

without regard for the awchlval value of LGocuments. As a

YA e gy
A DA I T g Tt BN G v ) s "'ll
L a

consequence, we revaln some records for inordinately Long
: periods and almost surely have destroyed some “that should

have been kept. The_;eagndamnﬁinenﬁggau‘,,qnwlﬁm+nwg.v

of establlshin an Agency,erchival progrem hes de .
ApproVed For ﬁeieasg‘*znﬁ'OZIOSMO CIA-RDP78: 60‘5: (5’0’6 ifﬁb‘ﬁ@
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. needed to do the' job,

1. Conserving storage space by converting records to

microfilm or something similar to it is very costly--

REEE ',fj';ffh: prouibitively so in some applications (inactive files, for

ghexample). ~Although the users much prefer to work with hard

', copy, space limivations nece551tate 1ncreq51nv resort

e a.-n..oum AT it P e K, T g sk A 4

mlcro 1m1ng.

B i e oAt

9. Bach Of these coumplaints or cr‘*xc1sws by those involved in.
. records edmlinistravion is valid in some Qegree;, It is true that we
4o not have & surong and orderly organization for vecords admin-

o

v is our conclusmon from.this review :\

Baeons b B 1 GO

¢ dstration in the Agency; yeb, i

that the mechanlsms we have are, geuuing g.the. Joh.done reasonably -well... o

.m, Ll ot

We are likely always to be plagugd with problems in managing our

reco:ds but we probably are in be“*ef Shang :1gnt nqv~&gap_vg have e

B O e e S vl

been at any time within the past ten or flfteen Fears.
0 M i
10, The’recent pxogress we have made voward bringing our records
holdings under control came primarily as & resulc of decisiona and
~of instructions issued by the Execubive Director-Comptroller aimed
ab & key link in the records cycle: disposition. The firsv step
" was the decision mede in 1964 and reaffirmed in later years not to.
\ . ) , ) . .:‘ '," ) . .
’ " pequest funds for'construction of another records storage bullding.

R v
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TMSWBmnwﬁinmﬁwﬁﬂmhaﬁm%he@%ﬁm@pw@of'
inactive files Iin Records Cenue‘, since we were then abou $0 run

out of unused space at Records Center. The pur £} fro“o of'f to a

rather slow start, but within & couple of yea $ subsbantial progress

"haa .men made, and after three y‘ears there had been a unet reductlon
. of'13,850 cubic feet. Although the dulk of 'bhe.‘ ,gain nade possible

by purging has already been realized, the purge continues, and the

| CTA Records Aduinistration Officer reports that we ave continuing

- %o 'eh.ow a small net gan.n |

L Coldnel Wnite also authorized insvalling moterized shelviyne; ,

' to | 25X1A

in the Records Center and the renovation of a|

While it might have been 25X1A

increase the storage space

* ' cheaper on & cost=per~foot basis to build a new building, new con-

" struction would have given only e few years' respite from our storage

., problems.

12, Although we are stlll realizing some nev galn from the
continuing purge, we would finally reach & polnt where purging could

no longer offset new accessions. So, in July 19”J.Mquong;Lm White

J issued a dlre0u1ve limiting each Dix eefgg_;;ejgmjgp

i ,.AM'L ¥ B PR £ YTy 1 e g et ] (%,

g;z}e'b :mc rease. o;

Tk BV T A

he Records Cen‘oe.c' :Ln FY—1972

VAT AR, St A

1,000 cublc feet of sto*age space a.“c %
W PRI L YET7S YRS e KA v
end specifying that this limit would be, recluce‘d“ V... 50, cu‘blc feet

R PROP NI R

,: each succesaive year. uatil at the end of 20 years the nev
y e.llowed would ‘ne Zero.”
Approved For Release 2002/05/10 : CIA-RDP76- 00883R000100220023-9
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| ' retention. ' When the purge began in July 1968, the..
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13, To avold offsetting increases in file holdings ab

Headquarters, he instructed the DD/S to cease issuing additional

" safes and other file equipment in the Washington area unless The’

requirement were fully Justified., The CIA Records Administration

© Officer wreports that there was & small ne* MeduCulon in headquaruers

.

holdings during the period of the L *ger reaaczlon at Records
' .

Center.

1k, We velieve that these sieps are beginning to bear fruit.

'*ffWhile it can‘be argued that they atback only one aspecu of the

- RL) Mo ol

records management provlem~-disposition=~the' fact of the matter is

. that, in a decentvralized system such as ours, co trolwof Storage

BP&CG i§u£ﬁﬁllﬁm$hﬁm9nlﬁmeﬂnnwavallao;gmggxwfgfﬁ%qﬁMMQﬁwﬁykggk

on the other. aspechs.of records management. Storage is the one

T Ry DRty e e Y

. aspect of records management in which discipline can be enforced

3

by divective. If the Directorates are unable to svay within their

‘storage space limitation by pufging old documents, they will have

no choice but to improve control over records ereation and maintenance.

' We_see eviﬂenpeﬂﬁven now . of suosuan?;a;_ppogxgﬁgﬂ;gﬁpheﬁe%areasb

M'ul'ﬁﬁ\'

.15, One of the consequences of ‘the purge has been a sharp

increase in the size of the Ageacy's relatively small archlves. As

- 0ld files were reviewed, many documents were identified for permanent

archival maeterials
G -1z -
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oceupied aboub 6,000 cubic feet at Records Center. By January 1971,

siis volume had growh to about 16,000 cubic feet. There is good

o Wb bbbt b s HIT A Ay u!muu "lv AT

ceason for believing vhat, as we shorien the retention nerlods ;or
W

.,uuctlve flles, there will be & gconti inuing i crease in the size of

O g s N WA A i oy e e VAN Ty l( I

Loour archives, If the archlves contlnue to grow at anythlnv like

e D it

vhelr present growth rate, we ey soon be faced with ‘the need foz' a

formal archival program. There are those who believe that the need

PRI
4

-.has existed for some time. We understand that a.regulation’ on the

subjch is in preparatlon.

. .
) w}A\/
¢
iandoniton et 1 4, 441

'p}.f '.“ v 26, We also believe that the Agency will one day find it

' desiveble %o move in the direction of centralizatioq of some aspects
of' records managenment==as laas“a in the areas of se% ving policy and

.o lndependenu reviewu~buu We see no need Lo . rush dnto this. Records

management and information handling are so c¢losely relaued that a
~move toward centralization or consolidation of one is likely %o De
'1followed by similer moves in the other, and we already are thinking

B _seriously of consolidating some of *the information'hqndling elements.

17. In sum, we came away from this relatively brief review of

. %he Agency's records administration efforts'wizhuaﬂggggunﬁavorap;e

‘e

th;mlsm for the f utuge, au Aeast not

Q | . B uws‘SAuo.nMOf thqm FEWL O YLE AL B WY DT
S

of pessinism. If we coald afford %o commlt more of our resources to
M

h records admxnisurau;on We probably could huild and run a more

N
]
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. vecords officers grumble adout their work and the
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effective program, For what we can now afford, we are nettlnw a
reasonably good retvurn. I% is inveresting to note that, while the

lack of recogaition

T of dts importance, they still take pr¢de in pomntlng out thau CIA hns
[}

ﬂ f‘sz;/
se At :
%:/(eﬁ: bewr Guntttd?

!ﬁ MRS

Vel ¢ e

5. Jlanagement pmograma

el RV I “

tne reputaulon of havznv one of the best rpc @
e D (5 rww Hond :' QRS T, i

in thelqoyérpmgnt.

CTing inspecvor General

(ﬂ"’/‘(/ﬂ ’/1

Axtachments as staued

. i
e
. o
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